NNG09250684R

DRAFT

Statement of Work

Programmatic and Institutional Learning Services

March 2009
BACKGROUND
NASA Headquarters (HQ) and Goddard Space Flight Center (GSFC) sponsor and host numerous events throughout the year to disseminate administrative, scientific and technical information.  They require logistical and coordination support to successfully conduct these events.  These events may be held at various locations including local, national, and international sites.  The events are attended by subject matter specialists from other agencies, state governments, private industry, research institutions and universities and colleges throughout the United States, with frequent participation by personnel from foreign countries.  Events may include, but are not limited to, conferences, peer reviews, colloquia, symposia, workshops, tradeshows and various meeting formats.
A conference is a meeting of people that "confer" about a topic.

· An academic conference, in science and academia, is a formal event where researchers present results, workshops, and other activities. 

· A business conference is organized to discuss business-related matters best effected there.

Peer review (also known as refereeing) is the process of subjecting an author's scholarly work, research or ideas to the scrutiny of others who are experts in the same field.  Peer review requires a community of experts in a given (and often narrowly defined) field, who are qualified and able to perform impartial review.  Impartial review, especially of work in less narrowly defined or inter-disciplinary fields, may be difficult to accomplish; and the significance (good or bad) of an idea may never be widely appreciated among its contemporaries.

In academia, a colloquium typically consists of a single lecture given by a member of the academic community about his or her work to colleagues who work in the same or an allied field.  The audience is expected to ask questions and to evaluate the work presented.  Colloquia provide scholars with the early stages of the development of new ideas.

Symposium refers to any academic conference, or a style of university class characterized by an open discussion rather than lecture and question–answer format.
Workshop, in education, is a brief intensive course, a seminar or a series of meetings emphasizing interaction and exchange of information among a usually small number of participants.

A trade fair (trade show or expo) is an exhibition organized so that companies in a specific industry can showcase and demonstrate their latest products, service, study activities of rivals and examine recent trends and opportunities.  Some trade fairs are open to the public, while others can only be attended by company representatives (members of the trade) and members of the press, therefore trade shows are classified as either "Public" or "Trade Only".

In a meeting, two or more people come together for the purpose of discussing a (usually) predetermined topic such as business or community event planning, often in a formal setting.  In addition to coming together physically (in real life, face to face), communication lines and equipment can also be set up to have a discussion between people at different locations, e.g. a conference call or an e-meeting.

SCOPE
The Contractor shall provide the personnel, services, and all materials necessary to support firm fixed price task orders.  The Contractor shall plan, arrange, coordinate, conduct, and close-out each task order.  If applicable, an attendee’s registration information will be created, developed, and maintained for each event.  The Contractor shall provide services for planning of future events in which a task order has not been assigned or may not occur.
A customer is defined as the Government employee(s) initiating/requesting the services in support of their respective organization code.
APPLICABLE DOCUMENTS

The following NASA Policy Directives (NPDs), NASA Procedural Requirements (NPRs), and Section 508 Standards for Electronic and Information Technology (EIT) are applicable:

· NPD 9710.1T, Delegation of Authority-To Authorize or Approve Temporary Duty Travel on Official Business and Related Matters

· NPR 7150.2, NASA Software Engineering Requirements

· NPR 9130.1, NASA Financial Information Systems

· NPR 9620.1, Payroll

· Software Applications and Operating Systems (1194.21)

· Web-Based Intranet and Internet Information and Applications (1194.22)

· Video and Multimedia Products (1194.24)

· Self Contained, Closed Products (1194.25)

REQUIREMENTS AND DELIVERABLES

All HQ and GSFC programmatic and institutional learning work shall be preceded by an estimate for the requested support (both planned and approved) identified by task orders. 

The customer shall provide the Contractor a completed Event Planning Worksheet (Enclosure A-1).  If meals and refreshments are to be provided, the customer shall have final approval from The Office of Chief Counsel/General Counsel in accordance with the NASA Administrator Memorandum dated November 16, 2005 (Enclosure A-2) prior to the submission of a task order plan.

The task order plan shall be broken down into sub-topics.  At a minimum, the task order plan sub-topics shall include the following: Event Start and End Dates; Pre-Event Support; Site Facility Selection (indicate if site was competed or provide rationale for no competition); Travel Support, Logistics Support, Event Activities and Post-Event Activities.

Task order plan costs shall be broken down into the following categories: Total Direct Labor and Other Direct Costs (Contractor Travel, Material and Equipment, Miscellaneous Expenses, Participant Expenses, Event Expenses).  Expenses include Food and Beverages, A/V Equipment, and Facilities; expenses over $1,500 shall be itemized.

The Contractor shall submit the task order package that includes the proposed task order plan, a firm fixed price, and a Purchase Request (PR) signed by the Customer, electronically or by fax, to the Technical Monitor and Contracting Officer’s Technical Representative (COTR) for signature and concurrence, respectively.  The Contractor shall not proceed with any activities until final approval is given by the Contracting Officer (CO).

Programmatic and Institutional Learning Services shall include, but are not limited to, the following:

· Coordinate with HQ and GSFC security if badges are required;
· Make reservations for lodging and meals in accordance with Federal Travel Regulations and the NASA Federal Travel Regulation Supplement; 
· Process invitational travel orders through FedTraveler.com E-Gov Travel Service (ETS);
· Reimburse non-civil servant participants for honoraria, air fare, per diem, lodging, car rental, etc.;

· Coordinate site selection, room setup, audio visual equipment and operators, registration for meeting site managers (Section 508 Standards for EIT compliance required);
· Create and maintain event and hosting databases and web pages (Section 508 Standards for EIT compliance required);
· Develop name tags, signs, and event packets at customer request or with customer provided materials;
· Create and produce event proceedings and other event publications at customer request;
· Reproduce event materials;
· Plan and develop agendas, invitations to speakers, calls for papers, mailings;
· Provide expert advice on the best methods of carrying out a event;
· Provide meeting estimates, completing planning forms and work orders;
· Provide transportation to and from event-related activities;

· Conduct registration, photocopying, word processing, recording and transcription;
· Provide on-site meeting support at event location, overseeing meeting room arrangements, and troubleshooting;
· Preparing and distributing attendee lists; and
· Task order close out.
Note: Registration fees are not allowed.
Enclosures:
A-1, Event Planning Worksheet

A-2, NASA Administrator Memorandum, dated November 16, 2005
- End of SOW -
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